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WHO CAN BUY TYPEWRITERS? 


Although typewriter production has been resumed in a limited way, 










at our Syracuse. N. Y. plant, this does not mean that new L C Smiths 










are available to everybody. 
Unless you apply to and receive approval from the War Production 
Board, we regret we cannot take care of your orders at this time. 
However, rationing restrictions on rental machines are being 
relaxed, and our Service facilities are available if your machines 


need adjusting or overhauling. 
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YOU AND YOUR TYPEWRITER 


Your typewriter must last for the duration and for some time 


thereafter. Take care of it! 


But don’t try to play repairman 


Says AGNES LEBEDA 


. 
t eds pal ive t 

é yvag n unic through the reg 

s innels that each of the typ 

t i ! t 2 "nl mes maintain It 
. ss t ik and minor 
is adjustments An amateur 
mo! irm than good by trying 
a t ma But the daily care ol 
tvpewriter—that is your business. Don't 
| e of the typewriter is a continuous 


tne vith al isional tew minutes care 
t ¥ tvpew te to @iy \ 1 the itmost 
I HE t agents 1 st destructive to type 
ters are dirt, lack of proper lubrication, 
rst of these—dirt—must be combated 
iv. The second—lack of proper lubri 
in be prevented by weekly oiling. 
| piss I t be « rrrected tl roug! 
t 1 ~ 
[o give a typewriter proper care and serv- 
e, the following materials are necessary tor 
ea typist or group of a tew typists 
B g f clea g t i 
I s stles c ® t 
{ < tet hloride) 


DAILY CARE. In order that the constantly 
ised typewriter may give the best service tor 
the longest period of time, there are certain 
daily chores that must be done 

1. Dust the exterior of the machine with 
a soft dry cloth, wiping dust off to the side 
f the machine away from the mechanism 


2. Brush and clean the type bars. Use a 


ng-handled  soft-bristle brus and brush 

rom § (Brushing toward the 

slots will have a tendency to torce dirt into 

e slots, thus causing the type bars to stick.) 

Be sure to dust out the erasure grit every day. 
lt vou do not, it ill work into the inner me 

ind cause t machine to operate slug 


{ i t t Ds’ w a stift-bristl 

brus It 1s bes » this at the end of the 
iy when t mp. If this is done 
daily, you can keep t type perfectly clean 
t it iving gasoline or benzine or 
type cleaners. If you clean the typ 

lv once every eek or ten days, a cleaning 


protect the inn ! mism trom any 
st that might othery i t ced into the 
machine by air currents. If the machine ts 
fastened to the desk put a rt I i ler 
ind clean out t dust with that 
5 Releas¢ the paper-tet iis during the 
day when not typing and always at night. This 
prevents undue wear on the precious rubber 
that must hold tl ape miy in the machin 
en you ar it rk 
6. Keep your typ ter covered w not 
in use—during the day, as well as at night 


There is a stronger circulation of air through 


the office during the day than at night, and 


the more dust that gets into the machine th 


more cleaning you have to do! 


WEEKLY CARE. There are certain ad 
ditional duties to perform weekly when you 
are caring for your typewriter properly 

1. Wipe the rods or rails on which the car- 
riage moves, thoroughly, with a clean soit 
cloth; then with another cloth that you have 
slightly moistened with oil. Or, after you have 
wiped the carriage rail free of dust, put one 
drop of oil on the rods or in the rails on each 
side of the carriage and move the carriage 
from end to end several times, wiping off 
lightly any excess oil not distributed 





2. In oiling a typewriter, use a good grade 


of oil, oil that will not thicken; and use it 
sparingly! Never oil the slots in the type- 
bar segment, though other moving parts ot 


the machine need an occasional light oiling 


If too much oil is used, there is a tendency 
for the oil to collect dirt, preventing the type 
writer from working freely 

3. Move the carriage as far as it will go, 
first to one side, then to the other, so that 
you can clean the inside of the machine 
with your long-handled brush. Work care- 
fully. Don’t force the brush in where it will 
not go easily; it might injure the machine 
parts 

If the rear of the typewriter is exposed, as 
it is on some of the older models, it can be 
brushed out from the back, also. On some of 
the new models, the top and back can be re- 
moved to facilitate your cleaning 


4. Depress all the keys gently to rais« 
the type bars, then brush beneath them as 
far as can be reached It is possible, 
also, to brush the exposed parts of the 
lower portion of the ribbon-movement. 


5. Raise the paper bail, and clean the 
cylinder or roller and the small feed 
rolls with a cloth moistened with a little 
denatured alcohol. (This is important 
It will prevent paper from slipping, which 
is a great annoyance, as operators know. ) 
Wipe off the rollers on the paper bail, 
too. Do not use benzine or gasoline for 
cleaning the rollers. Either of these is 
oily and will ruin the rubber. Carbon 
tetrachloride is best of all. for it is not 
inflammabl Other 
cleaners must not be 
used in the room with 
an open flame. 

Have your cloth wet, 

wet enough to clean 
the rubber without any 
rubbing—but not drip- 
ping. You do not want 
the cleaner to drip off 
the platen onto the 
feed-roll mechanism or 
the paper deflector 
plate, or to take any 
finish off 

Remember to throw 
off the paper-releas« 
lever before cleaning 
the rollers, so that 
any dirt deposit 
loosened from _ the 
platen will not be re- 
deposited on the feed 
rolls. 

6. Longer life can 
be obtained from a 
ribbon by shifting the bi-chrome lever, if you 
are typing with an all-black ribbon, and using 
the lower half, or turning the ribbon 1n tlic 
machine so as to use the other edge befor 
discarding it as “worn out.” Don’t use on 
edge until it is torn; a torn or “wavery” 
ribbon will not feed properly 


a sheet of 

held in 
position by fold 
ing it down be 
low the top row 
of keys. Use 4 
stiff brush, and 
brush the typ 
toward 
with a 
motion, 
nately tapping 
the face with the 
type brush to re 
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Top: Covering wh, ;, 
Dusting, (2) Usiy; 
ing. Right: (1) Clg ,., 


properly, (3) Ging 
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move the clogged ink. Pay 
particular attention to the 
broad-face letters that collect 
ink easily (the M, W, G, 
etc.) lower case a, e, o, and 
s; and the capitals A, R, B, 
und 4S, 

Specially prepared cleaners 
can be purchased from the 
typewriter service offices or 
from stationery and office 
supply stores; or you can use 
a small quantity of gasoline if 
you have any to spare! If a 





































5 WE in use. Left: (1) 
ing sheet, (3 Oil. 
type, (2) Erasing 
4 type bars. 








fluid is used s it 

d pt w ] ive t be 1 

t ke VS al cit aned 

Only a wech t! 

typewriter should not 
be operated until dry al 
(fv minutes should 

be sufficient). It will take you a 


lew minutes to put away your clean 

ing things, anyway, so you will not 
all ' _ . 

really be losing time 


Do THIS. TOO Here a m 
other pointers that all typists <!ould 
observe to get the most and best us« 


from their machines 


1. Have a solid desk or table for 
your typewriter 


2. Do not strike the keys any 
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harder than necessary to produce proper print 
If they have to be “pounded” to give an im- 
pression that is black enough, it is time to 
turn or change the ribbon, or to call the 
repairman if the mechanism is at fault. Strik 
ing the keys with too much force wears the 
platen, produces poor work, and induces ut 
necessary fatigue, 

3. When typing underscores or leaders, 
less pressure is necessary to make these chat 
acters than any others on the machin 


4. In making erasures, move the carriag: 
to the extreme right or left to prevent pai 
ticles of eraser grit from falling into the rib- 
bon-holder or machine 

5. Always cover the machine when not in 
use, even though it can be enclosed in a typ: 
writer desk. You have a cover. Why not 
make use of it? 

6. Never oil the type bar slots (we are 
repeating this caution), for it will cause dirt 
to accumulate and “gum” up the type bars 
l’se oil sparingly; too much is as bad as non 

7. Feed paper to the first writing line with 
cylinder knob instead of the line-space lever 

8. Whenever you are making no carbon 
copies, use an extra sheet of typing paper as a 
backing sheet if you do not have one of the 
special “backing sheets” that are available. A 
single sheet of paper does not give the cylinder 
adequate protection and a dented roller pro 
duces uneven-looking work. 

9. If your machine is used constantly for 
making s l I 


neils, the life of the feed rolls 
and cylinder can be prolonged 
by feeding a soft blotte r, pre 

ferably 8% x I1 inches in 
size, through the machine 
several times a day: once in 
morning, at noon, and in 











the afternoon. and again at 
ti nd ut tre day, leaving 





the blotter in the machin 
night with the paper re 
lease thrown off 

Even though your machine 
is used only occasionally for 
iking stencils, teed a blot 
ter through a tew times after 


each suc rob 
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h i ‘ — 
What Wou ou VO 
< e 
{ Secretarial Quiz Arranged by E. LILLIAN HUTCHINSON 
Os] the answers to t January ul tor ea \ \ 
| s Ou . >» tot On 6 : a ‘ 
¢t. W sugges \ ecautio R t vhen call . 
t h . iM i | TY) tT j KS 
l 1) ! i Sa i 1 } \ ‘ ne 
’ 14 : + \ y Vel i 
\ \ 1 i\ 
ce t } ‘ tia ti ‘ 
Becaus 
‘ ie elene 6 ¢ H . , 
: toget tly 1 close to the botton 
7M <t t ~ I! ca i 
t nt Ss ol isually ssary, Or 
sk you The March Bonus Question t many of them y 
P : You work in a small office One day you happen ns ! 
to be the only person in the office 4 man who - 
nt 1 it it V al laims to be well known to your chief drops in He al ‘ . 
| asks you if you can cash a check for $25 for him 
You have never had a request of this nature before ) sor tips 
What would vou do? , ‘ tn S17 
‘ , y \ ! 
nf ca A 
t \ lat . \ t 5 | st \ 
‘ \ \< 
A . sits t at b) , a . ; + + + 
it petual invent 
. arily thing s t " , 
r t vou chief’s sme x t 5 | 
\ ve to withdraw a g g his . 
~ { ) | t it 1) } \ + \ be t t 
\ nventory, giving dat : 
snosition of ¢ urt Get a _ 
' 1 duplicate d slip it {nsiwers | 
I ] uupons | s S i 
Show every transaction, In 4 rd book S : 
4. When visiting the va s tt 
rivat ms or booths that st banks \ 
vide tor the convenient t box Iders. Thes 
isually are supplied with memorandum pa 
deposit slips. clips. scissors. and envelopes ft 
r iments coup S should vv ‘ 
, | , M | M 
. M.D Dr ] M ¢ 
5 . oe test ’ . — . 
\ . : ) , ag el ; M.D \I 2 - ‘M.D 
\ we should be wed In ca ying papers and . numt 
valuables to and tron e Vv t S 5 


1. You awake one winter morning to find ii Cite ¢] mee ton Ot the 
a very heavy snowfall You live about an ills as irs hand It 
hour away from your place of business. Does te rst J , : : 
. : “4: , igety becaus f s ! 
this weather condition have any bearing on : 
; : ° signals t 1s re ‘ nh . 1¢s 
your early-morning routine? accustomed t f 
, ‘ he s the | sens s 1 
2. You have just become secretary to a , 
: . ° . ne th t a 
physician. You are not sure of the correct a ees idem ied aime il ot ot Oe 
form in which his name should be typed be- desk but who is just a short d tell th 
} | 7 : calling ft rt, ‘ } ] } nhor mamer } + the 
low the signature space at the end of his calling party to i the phone a moment, that th 
| } ’ } 
: person wanted w be right there. If, however, the 
‘tters : 
lett . ill is for a person who is taking dictation or who 
3. Because of the shortage of telephone is in conference, tell the calling party this and offer 
. : " tal mess e 1 e the nerecs 1 . 
equipment, it has become necessary for you ‘ take @ messag ave the person call —_ it 
. 7 - is liscourte is ft a dictat to have hi -tation 
c I a 1 ta r t lave is dic 
to share your telephone with two other em- ‘ : . 
ee : interrupted wuniess the matter is extremely urgent. 


ployees. The switchboard operator has ar- (Continued on pace 343) 
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» The Army Takes Care of Its ¢ 
Typewriters 


By TECHNICAL SERGEANT WILLIAM E. JONES and CORPORAL R. H. ANDREWS 
[yping Instructors, Quartermaster Replacement Training Center, Camp Lee, Virginia 
i S. Army Photos, courtesy Camp Lee Public Relations Office 


Civilian repair service pictures, courtesy Underwood Elliott Fisher Company 


5st to the € purpose of 
ining the type 

cx \ long handled 

! 1s ind a clean 

1¢ 2 ire ivailable 
S ‘ s I moving tne 








vings trom tl 

ter > ‘ " ' ' | 

es entering rt ter ane 
ty 01 ( typewr'tl 
uinted at table. Clean ty; 

R I aid in giving 

urse Corporal Albert V. McAllan, of Worcester, Massachusetts, each character a 

° is shown straightening key-levers—an example of second- 


ear and legibl 


ec I SVs eche n vrepetr in Typewriter Repair Shop at Camp Lee : 
“PSS pattern. The typ 


st is judg I $s la tabiiity 
S VI, Circula his t tt t 
\ ) tm 1943 By 1 g flu pla " 
an ig I t 1g ‘ 
| ! by the op vhenever cessary ] ‘ th 
>» ~ tT ‘ i» 1 a\ I tt I » I ’ 
4 Ca ig ills ining t platen 1s ca I tin i 
On ice ent I S ld neces are nst t t ; et 
yping s s paper at all times 
eC n requires t services of 
la lt unic at the place of operation. [BR EFORE leaving the typewriter after a day’s 
S 1s r t rect of adjust vork, the trainec¢ i taught to remove the 
acing minor parts. When uper by the use of the paper-release lever 
k is called for, nd to leave this lev released, thus removing 
the macin 1H be shipped to a Quartermastet the tension from the pa feed rolls and pro- 
R { ting tin rubber subDstal \ll desks must 
be done by a_ be cleared of unnecessa rs and objects 
in t Quartermaster Re \ttention is given to 1 placement of steno 
) In this lon, the equipment graphic tools—eras p carbon paper 
\ i thorough Clea g, major re where they in be found quickly f the fol 
( verhauling wing day’s work 
inds the skill of a \ lesson in the changing of the ribbon, the 
(Juartermaster Repair I versing ot the ribb n, and the use of the 
depot n nes are rebuilt and refin-  ribbon-indicator and stencil-lever is given 
V roken castings re- Attention is called, also, to the second, third, 
ssemblies replaced, and usable and fourth echelons of maintenance, since, in 
the typing school n expert typewriter re 
mer pairman is available at all times, The ma 
I'HE tasks performed in the first echelon chines are checked periodically. Any mechan 
t rator of t typewriter are given il defects found by the trainees are reported 


t} OMRT( typing immediately Continued on page 327) 





General view of the Quarter- 
master Typewriter Repair Shop 
at Camp Lee. Second-, third- 
and fourth-echelon repairs are 
accomplished here for sev- 
eral nearby Army  installa- 
tions, as well as Camp Lee 


Private Hunter, cleaning 
typewriter in a spray 


booth at Camp Lee Ma- 
chines then get a “‘tub- 
bing” in a rust-resist- 
ing oil bath to Iubricate 


the whole mechanism 


lhe 
ihe 


sa 


emcient Service 


mie frain 


} 
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Girl above went through 


being given the recruits 


elo 


a 


1 typical civilian Over- 
haul Assembly Line. The 
work is performed by the 
same method used on the 
original production line 
In reassembling after 4 
thorough cleaning, all 
worn parts are replaced 
with new The machine 
is then ready for final 
sdjustments and check-up 
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GREGG 


IT has been through this careful and system- 
it ins of checking that the typewriters 

the typing schools have given excellent serv 
ce since the establishment of the schools at 


is as important to the typist 


rifleman. Just as the rifle 


as the rifle is to the 


in good condition, so must the 


cared for carefully, for type- 


Now is 






vriters, too, have a vital role in winning the 
Modern total war is by far the mos! 
enterprise attempted 


kept in good condition 


Victory. 
gigantic 
[ypewriters must lx 
for typewritten orders covering men, money, 
and munitions must not go wrong. They may 
represent the between success and 
failure on the far-flung battle fronts of thx 
earth 


business ever 


difference 


the time for all good men to come to the aid 


of their country. 


Keeping the Keys Flying in Combat 


From the Special Information Office, Headquarters Air Service Command, Patterson Field, 


Fairfield, Ohio 


YPING al alt nditioned ince or a 
sunny classroom is one thing. Pecking 
away under battle conditions in a flapping 


swirling around you or wate! 


leaking punctuating 


tent, with dust 


lropping from a seam 


1 sentences. 15 quite another 
By the same token, the task of taking car« 
a typewriter under conditions encountered 
by our troops overseas is far different fron 
vhat it is here at home. A cover hastily tossed 
ver the machine each evening and a tew 


given it with a brush each morning 


uuldn’t begin to keep it going 


in use in the field require more 
loving” care than that. Even then they must 
be overhauled frequently, and that is why the 
section in a forward service 


? ’ 
11ers 


[ypewr 


typewritel 
Service Command of the 
Mediterranean war 


squadron of the Air 
Cwelfth Air Force in the 


theater is on t the squadron's essential 
ictivitics 
FHE section came into existence in Casa 


I a portable machine being used in 


e squadron orderly room shortly after the 
North African invasion refused to work. Cap 
tain Frank J. Neugebauer, commanding the 
uutfit, sent out an SOS for anyone who could 
repair the typewriter, and Technician Fifth- 
Grade Merwyn A. Strasshaugh, of Elgin, Ili 
nots, came forward. 

Strassbaugh carried the machine off to his 
tent to see what he could do. The next day 
he brought it back in perfect running order. 
on he had a new job. Even though 
e wasn’t working on airplanes, Strassbaugh 
was making an important contribution to 
“keeping ’em flying.” For typewriters are a 
necessary part of the Air Service Command's 


janca when 


From then 


job of getting supplies and equipment to 
bomber and fighter squadrons and keeping 
their planes in combat condition 


AS Nazi resistance crumbled and the Yanks 
began to move across North Africa, setting 
up camps one night and pulling out the next, 
Strassbaugh took his equipment with him, 
acquiring tools and even a workbench from 


salvage picked up along the way 
By the time | reached 


his outfit Tunisia, so 
many machines 


had been put out of commis 
sion by constant travel and desert conditions 
that Strassbaugh called in two radio repai 
Richard H. Barnett, of Winchester, 
Albert K. Schlink, of Chicago, 
They secured a larger work tent, 


men, Cpls 
Indiana, and 
to help him 

installed an air compressor for drying washed 
machines, and were able to service approxi 
mately a hundred typewriters in a month 


NOW in Italy, Strassbaugh—since promoted 
to staff and his operate in a 
tent completely cquipped with repair devices 
he and his crew have developed over a year's 
period they another- helper, Pfc 
John H. Ortman, Pontiac, Illinois, a “front 

who checks all incoming machines and 


sergeant men 


| OO, have 
man” 
then tests them after they have been repaired 

[he mechanics work at long, metal-topped 
benches and have developed a caster type turn 
table that allows for machine adjustment from 
washing tank handles 
a storage rack holds 
air compressor-dryet 


any position. A new 
two typewriters al a time, 
as many as 45, and the 


is still in operation 


RIGHT now S 
writer section isn’t considered a mobile unit, 
even though it has repaired hundreds of ma 
chines over thousands of miles. But if all 
goes well and Captain Neugebauer can swing 
the deal, Sergeant Strassbaugh and his ex- 
radio mechanics may be working not in im 
provised canvas shelters, but in one of the Air 
Forces’ newest and most modern mobile vans 


rgeant Strassbaugh’s typ 
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SOME BRIEF-FORM “FAMILIES” 





THE LEARN 





A new approach to review practice on some of the Brief Forms 
with which to supplement your drill on the alphabetic charts 


By JANET KINLEY GREGG 





in shorthand more than in most (An oppor 
tunity t ise and msolidate tl knowledge 
lready gained is usually a lcome one t 

\ st s t ‘ 1 i i to ¢ 
aw ont thy th ‘ 
Ae j . ‘king 
back t i s l \ t 
eTh S if S ? if < 

= ’ ¢ that ¢ _ oa 

g it t g { 

} t 7 iken | \ 
WITH . ns 
heen selected as t vy now 
for all f them s there ar¢ 
» more to « It 1s t to includ 
ill the brief forms t \ mut a larg 
number of then ive ( ged in grou 
r “families” that may , 1 eas 

remembered than t i ibetical lists 
Group I, ft exan gathers togethe t 
brief forms made up of id md acu 


then goes on to the combination ks, and fron 
that to kr. 


is a natural and an easy one t t riting 
standpoint, and it is hoped that such a plat 
of grouping will serve as an aid to the mem 
ory of those who are inclu 1 t forget that 
there are brief forms { ce iim W ds, Seven 
ls aré l ted that ire t y | 

werse thast 1 » Sen + ¢ they . 
been luded in ou i s t page. Can 
you find then 


cies f ( ves but nt s case tl \ is 
stead It is important t tart up | 

tive n that no part I 1 circie 1S 
traced ip 3 begins with an outline that 
also appears in Group 2, because it seems t 
fit equally well in both groups. In fact, there 
has been no effort to avoid repetition in these 


groups of us forms, but rathe 
there has been an eftort to make the grou 
complete with all the forms of like nature, one 
leading to the other. Thus, from receipt and 
reason, it is easy to go to the rf-rp words 
found in Group 3, and from there to the re- 
verse curves found in Group 4. In practicing 
these curves, keep an eye on tl 


~urve as well as on the direction and length 








i it you if I \ 
lifferent ¥ it | ite 
py a\¢ t sat t i ™m 

tter ics 4 } 


} ‘ 
. ) . Ma 
1.1 ] ] | ‘ 1 
: | . | S ve actually 
: t to fit 
\ in ( 5 \ ' 
4 | il + 
| A he 
§ ) § 
into ve 
p ! ex rpect sp esp 
and ; (‘an vou ‘ 1 
xpect S SIM 
from es] ible inspectors Pay 
ittent nm ft act ¢ ; Q ‘ | 
S , ‘ 


is ( ¢ ; 
lal + tly | > 
ls frie fl r-floor, and 
is a furt trati f ¢ blending 
that is exact it it is t strokes 
, 
full-t S af } ght tovet 
(>? ipa 
\ few \ ' < , 
circle 7 | res oll . 
a: oie a 
; — 1 te + 
, tf | + 7 
attet ) t ikes anotne grou] 
+ 1 4 . 
t I g t na nd of f 
ip ssn b ¢ 1 s ft t lrop 
it droy 
i e thre rds 1 ; ip 
r ‘ A 1 = the Goat 
. } I ‘ ticed t] at all ; YW ; 
‘ \ , mac if ; las 
in (, ] 
ao —" 
PHI! rds beginning with w in which the 
is not expressed in the outline are presented 
roup 15 ry} words that become brief 
torms because of the omission of the first 


ZK These certainly 
should not cause any further trouble, if, in- 
deed, they have caused any up to now, becanse 


cl are listed in Gr up 


they are so simply arrived at 


I e ti , 2 make notre \ 1 2 yu] 
(Group 17) id the forms with a and 
—- - 2 1 WmNpris if \ 
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vive less tt to t 

! than in t row g 

* an that ¢ ‘oinine 

the outline will not “I 

holds true of the ¢ in the st? bit 


Group 
Group 22 gives you f forms 
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ther 1 ret t t 
to assure fluency and s D t 
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“Rest” Yourself into a Better Salary 
First-Aid for the Harried Office Worker 


Ry LNNII » GCREENWOOD Consu ing P.vehologist 


() \ lik t sands f mal ' ¢ i ctet ind all that 

A \\ sina id of 1 da . subctitut ft gest busi 
failing he , ‘ ; nt Mins polis. He wanted 
ntrv to get ont t st it is Important 
led I Gov “But I’m so 
My typing 1s full of nervous and tired that in't sell myself. In 
te ev k 1 Chiet’s 
g { " 1estion—I 

_ vet | ke | | 

‘ Is ‘ 


t n t | t t uindom trum 
into physical 


i] ‘ t t ippiness, and 


to get t gher position that IF you ; ippy tented, and full of pep; 


ts someor who quality, you are making t salary you want; 1f like 
y to do s : thly ir relationships with 
nt cure you! nds, and business associates are en 
to relea within herself tirely satisfactory n't bother reading tur- 


an de i l—-Does id throb? Are your neck 
I stenop ' { id? Does your back 


s ha vay with her till you feel y n't endure it? Are 

» y th tear, pent- i nies or just numb 
t \\ tested he st t ad on 

averaced f you think going to crack under the 


to tra and ) probably wil then you'd bet 
t it. And do it betore 


IN the f st, plainest words, I'll give you 
e simpie tacts ether you believe them 
Vi \ NI t girl wrought r not—and then t 1 what to do. I've 


: tared her in the had a liteti f ness experience, I know 


S v1 a hig position what I’m talking about. Jf I didn’t have sct 
be open in her office. All entific data to p statements, I wouldn't 
t d t anxiety, shi making then 
to her work You are pushing yourself so hard that the 
t | can do on the typewriter the glandular secretions are drawn upon faster 


minute. And than you can create new supplies. Soon they 


11d, “4S 44 \\ rds a 
ull 1 t g I've id! But I’m s become depleted and you are “all worn out.” 


| scream! | vork s Stress and stram ive so filled your conscious 
ss that you ist can’t stand it!” This 
t | had r writing 111 emotional atmos} weakens the little 
ls ain sport (yf eurary | phagocytes in your bloodstream Then the 
and in typing generally ne giris Cowma et , 1] ' ' , 
L i, ‘ae oe ae pete ed new cells, which art ing created in your body 
hictation it reditabDi¢ shortham and alta . : " = ‘ ’ 
‘ pt ea al are very hour, tak n that “beaten” attitude. Of 
fate of speed, but they appeared to have ‘ =ans a +! 
ho adequate training in transcription! Apy m —— 
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Do It Yourself! 


By OLIVE GATHERGOOD 


me as | | S \ It IS mi 5 & s trial 10OW 
the san studying ¢ yd ks t S t blen 
t gets the be t, not y sees it d s t ve those boys 
In aln st al Ss | t! tea ers iearn I st ss yest day 
than t | { lars, s \ vecause they t s tak 
mpelled t ve tl t yblems a t st Ss gained 
answer the questions of indifferent pupils g t and better 
Do not ask your teacher t rk out thos t s thers 
lificult task you! Do them yoursel s ge and is 
never 1 { they do se ird, keep trying A s to give 
Every trial increases your ability, and you wi St S y 
succeed by t wisdom and neth gained ,.. 
in your effort, even though it seemed beyond PHERI I ved an artist w id a 
your ski t is the stud) t tl inswer., that ision 1 hich he wv lered what fate would 


Saw a blk ck 


rt uw nn it i chisel lying near it 


addressed hin 


a sculpt seal near, who 


7 
PAKE notice of 1 y v as just 





led after several irs of hard study. How ¥ , 
ge ia , ar J I * ON! f ‘ - ‘ — ly | ( iarles L 
us eves r lit ID Vit i proud 10V as ne 

ew pro > heer ioles perfect the typewriter was Thomas 4 
marches to his class ist night the light . yaa » es 
: . : : lison osep { Moore 
shown | i 5 n rearly gave up, but : 
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HOW IS YOUR “AMMUNITION”? 


Awards that furnish the power behind the ball that fires the am- 





bition of thousands of earnest students of the stenographic arts 
By FLORENCE ELAINE ULRICH 


\R STUDENT . incerely ently they had never been required to handle 
tried 1 t S it it \ 1 h mont transcription m a businesslike basis Theis 
to make vou see the value of d loping notes were readable, but they hadn't learned 

the utmost vour potential talents in stenogs the art of keeping t eyes on them whil 


tay en oon in 0 land y reer typing. They spent a half hour typing a letter 





| 
s in the making. Frequent mentior s been that should have been finished in five minutes 
t lesirability of ning t rt wr less And many of the transcripts would 

‘ 9 t t hav b ius I trans 
) I k x] ption s, but i ful lack of 
\ 1 be to y in t ths t lerst g tuation, correct 

( ea . t n that vis I t tion, and spelling 

S t t rt s s i t 

' better ste ONE girl t t Typist Test 

t : t t g rt t 29 net e and another at 31 


for a stenogra position, typed the Comp 


' N\ Adee | t talks take! tent Typist Test with a net speed of but three 


that id not do n lf to the very Allowing for the nervousness that generally 
| 5 ge! | ets an applicant during his first interview, 

that I shall neve use t lo you believe this to be a satistactory pet 
t t t nsis formance? If you were an employer interview 
thand and ng typists, | much would you think these 


assignment ith proficiency and girls were wort In their place, I would 


' hled me to acquire sufficient ski ive been thoroughly ashamed to turn in such 
| satn tusiness latively easy 1 record; yet one of the girls leaned forward 
| t always ad itely thanked nd asked, “What does tl position pay?” 
ment and help they give st I countered t H ng do you think 
g i\ \ t] it \ ld tal bet \ 1 became proficient 
A ry? 
| it S t in any yperly 
k it cal tat s tion, for such in 
How ilequately trained employees. The girls had 
iot qualified t ves, while they had the 
pportunity, for tl tions they wanted t 
] Ay y themselves to 
| tf t t ta 
S ‘ 1) t t t \ ind | think 
() l I t r time I 
P | , tiv e of t 
, t ‘ twee ind Jur 


\ is int nt You will rite the s thand torm tft eV 
t stockingless rs and w word yé " und = y vill practice 
ead d reading and writing the 1 t-used words of 
plving f our language until you can ndle them as 
sitior conservativ isiness office! deftly as longhand, and at least tour times 
fast Che s a little book called “5000 
ru 5 ‘ P 1 > 4 1. se (48 his , 
reEsSTS we these applicants re Most-Used Words p you in this prac 
led a deploral lack of skill in transcribing tice. ) 
; bs : : : ‘ ranted claserans 
1 in typing generally. The girls could tak Y t ipted ‘ ! 
tation i reditable shorthand and at a tat chedules DI nyt : cis inter! vit 
’ | - wetting meoded ae an the twnewrite 
ate of speed, but they appeared to have had ir getting n ed | tice t typewriter 
i lequat training in trans ription ! Appar Y mu vill not eva le practice ) Tei seek 
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ficient in handling the t ir prof ! 
with no excuses t | Junior O. G. A. Test 
Foresight and industt ma 

your Db to s ius { Protest from {/ 

y i 


Our Awards Program in Use at | , / 


Wright Field 2 
right fi | 
/ 2 , ) 
T } > c  ] sf . 
UR Gri WRI ntials are being 
used as part ot t In-Servi training 
classes in many plants a Il / oC » <? 
for employment tests. You may be int ted b 
in a letter that has just arrived trot Miss ‘ : 
} > ‘ ‘ Po . or 
kuth E. Ross, instructor classes oftet 
by the Pers rel Off the P 1 
Division at Wright | 1, Dayt O 
" , = ¥ 
? 
Your lett tf Fel y ls 2 
awards ¢ ird Ss recely 1 ye iv t & 7 e - ( 
two girls are mu is l M 
Welfare D partment t t “ rt 
to make se of this informat ; , “a 
vays. | am very glad t \ 
n this } 
- 
, “ 
I am s x i t > 4 '] \ 
omething i 5 h 
who w t ‘ { —_ 
] ; 4 
speed S $s OO V s t la in 1 \ ly a 
oh irm that a the nerves . 
seri Siv t on Ss ft s \ ~ 
7 
be i t ty ig ~. s typing Vv 7 > 2 
much, a ) vi s ha d 
been trying speed agai 
‘ , “2 1 > b 
\ y t cu in th is 
ilf of ¢t \ppar y t fitt : 
minute intery $s t ig ft Cc 
but she int to trv t S ss p c-.. - ‘ 
raphe F ss t 5 s kes 
thre 15 1 tes t ) a net “4 co , A 
678 wot , > U 2 
While she may want to try iter test s 
day wl = she has BO | I mucl typing , P wy ee 
ao on Tt yb | Ss | I to navy il 
award on t present pa] Is i) 5 
tangible evidenc f having atta la very 4 7 = C (420) 
creditable rate, by a1 nt, at this tim | 
think this will have sor s valu Is 
and we may be able to give special n 
2 tn the Field naner. “The Wrieht Fly 
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March Test Material 


test papers should be accompanied by a typewritten list of names to expedite check- 


If! clubs of p 
uracy in making 


So &. va Ge Ow 


mesure acc 


and O 


INSTRUCTIONS FOR PREPARING TESTS 








1) Use clean type (2) De not erase, or strike 
ver letters: typographical errors are not permitted. 
3) Indent paragraphs either five or ten spaces, but 
keep then uniform throughout the test A lesser 
number than five spaces or a greater number than 

unless it be ten, should not be used. (4) Double 

sce always between paragraphs, whether it be on 
single-spaced matter or double-spaced, but do not use 
more than two spaces. (5) Type a proper heading 
caption on tabulated words in the Senior test 
fhe wording must be clear and understandable, but 
brief Tests should be properly punctuated. 
Junior O. A. T. Test 

VSTRUCTIONS: Type on one page the following 

sbout The International Red Cross. Cen- 


rmation 


cad ‘ 


THE INTERNATIONAL RED CROSS 
[he Red Cross of the World comprises the 
International Red Cross Committee and the 
League of Red Cross Societies. 

The Committee is an independent body 
composed of Swiss citizens, whose chief 
characteristic is absolute neutrality. Its per- 
manent headquarters are in Geneva, and it 
is entrusted with overseeing the observance 
yf the treaty of Geneva. 

The League of Red Cross Societies was 
established in 1919. It provides a medium 
for mutual aid and codperation among the 
various national societies, which function 
individually in every civilized country in the 
world. 

To provide for effective collaboration in 
the domain of relief for civilian populations, 
the Committee and the League have set up a 
joint commission to receive gifts in money 
or in goods, and undertakes to distribute 
them to the national societies and to super- 
vise their distribution when asked to do so. 


The policies of the Red Cross are deter 
mined by a conference which normally meets 
every four years. It is composed of dele- 
gates from states which have signed the 
Geneva Convention, delegates of the Inter- 


national Red Cross Committee, and the 
delegates of the League of Red Cross 
Societies. 


Under the terms of the Geneva Prisoners 
of War Convention of 1929, a Central 
Agency is maintained, and each nation has 
agreed to set up a similar bureau for prison- 
ers of war information and to codperate 
with the bureau at Geneva. 

Delegates of the International Red Cross 
carry on their humanitarian work among 
the prisoners and internees and visit the 


out certificates. 


March copy is good as membership tests for 
1. until April 15, 1944.) 


camps to see that they comply with the rpro- 
visions of the Geneva Convention. In spite 
of the dislocations caused by war, the Red 
Cross Societies of all the belligerent nations 
retain their membership. 


Senior O. A. T. Test 


INSTRUCTIONS: From the following information 


make an efiective display Use capital letters, under- 
scoring, or any other means to emphasize the high 
points. Then write the covering letter, preferably on 
a letterhead, making suitable paragraphs. Use today's 
date Place dictator's and typist’s initials in proper 
position, and indicate the enclosure 
AMERICAN RED CROSS 1944 
WAR FUND Here is a brief statistical 


summary showing the magnitude and scope 
of Red Cross work during the past year. 
Surgical dressings made for Army and Navy, 
925,000,000; Blood donations collected by 
the Red Cross for the Army and Navy, 
4,800,000; Nurses recruited for and assigned 
to the Army and Navy, 27,600; Number of 
servicemen or families assisted by Red 
Cross camp and hospital workers, 3,800,000; 
Red Cross food parcels packed ior Ameri- 
can and United Nations prisoners of war, 
5,390,000; Red Cross clubs, rest homes, and 
dayrooms in operation overseas, 309; War 
relief provided by or through the American 
Red Cross (since September 1, 1939), $77,- 
686,590. AND ON THE HOME FRONT, 
TOO: Home nursing certificates issued, 
400,000; Volunteer nurse’s aids trained, 
65,000; First-aid certificates issued, 1,500,- 
000; Swimmers and life savers trained, 300,- 
000; Domestic disasters in which Red Cross 
provided relief, 178; Disaster victims assist- 
ed, 119,295; Year’s expenditures for disaster 
relief, $1,920,000; Total such expenditures 
since establishment of American Red Cross 
62 years ago, $115,000,000. GIVE TO THE 
AMERICAN RED CROSS 1944 WAR 
FUND NOW! 


COVERING LETTER—Smith @& 
Brown, Inc., 18 Great Smith Street, Seat- 
tle, Washington Attention: Mr. George H. 
Jones Gentlemen: The accompanying ma- 
terial is to be set up to be printed on a 
sheet 814x 11. Set the headings in 24 point 
b.f., the subheadings 14 point caps, med., 
the body in 10 point. Use Garamond except 
for the subheadings, which are to be set in 
Vogue Medium. Print on 60 lb. white stock, 
similar to that which you used on the pre- 
vious order. We shall need 25,000 copies. 
Please let us have proof at the earliest pos- 
sible moment, as these circulars must be 
distributed within the next two weeks if 
they are to be effective. Very truly yours, 
Harry King, Manager. 
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March Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
ecice te eal as Gis cal Gt ak Maar 0 GU Ge Peiiltces cneating dle pease cxmter of since nolan 
Strokes 
It is not needed nor fitting here that a general argument 58 
should be made in favor of popular institutions, but there is 120 
one point, with its connections, not so hackneyed as most oth- 18] 
ers, to which I ask a brief attention. It is the effort to place 24; 
Capital on an equal footing with, if not above, labor in the 308 
structure of the Government. It is assumed that labor is avail- 371 
able only in connection with capital; that nobody labors un- 430 
less somebody else, owning capital, somehow by the use of it 491 
induces him to labor. This assumed, it is next considered 55 
whether it is best that capital shall hire laborers, and thus in- 614 
duce them to work by their own consent, or buy them and 670 
drive them to it without their consent. Having proceeded so 731 
far, it is naturally concluded that all laborers are either hired 797 
laborers or what we call slaves. And further, it is assumed 858 
that whoever is once a hired laborer is fixed in that condition 922 
for life. 93 
Now there is no such relation between capital and labor as 992 
assumed, nor is there any such thing as a free man being fixed 1055 
for life in the condition of a hired laborer. Both these as- 1115 
sumptions are false, and all inferences from them are 1169 
groundless. 1182 
Labor is prior to and independent of capital. Capital is 124 
only the fruit of labor, and could never have existed if labor 1303 
had not first existed. Labor is the superior of capital, and _1305 
deserves much the higher consideration. Capital has its 1422 
rights, which are as worthy of protection as any other rights. 1486 
Nor is it denied that there is, and probably always will be, 1547 
a relation between labor and capital producing mutual bene- 1605 
fits. The error is in assuming that the whole labor of com- 1664 
munity exists within that relation. A few men own capital, 1724 


and that few avoid labor themselves, and with their capital 1784 


1944 


THE 
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Strokes 
hire or buy another few to labor for them. A large majority _ 1845 


belong to neither class—neither work for others nor have 1903 
others working for them. In most of the Southern States a 1961 
majority of the whole people of all colors are neither slaves 2” 
nor masters, while, in the Northern, a large majority are —.208” 
neither hirers nor hired. Men, with their families—wives, 2140 
sons, and daughters—work for themselves on their farms, 219; 
in their houses, and in their shops, taking the whole product —.225' 
to themselves, and asking no favors of capital on the one — 2317 
hand nor of hired laborers or slaves on the other. It is not 2379 


forgotten that a considerable number of persons mingle 2434 
their own labor with capital; that is, they labor with their 2495 
own hands and also buy or hire others to labor for them; 2552 


but this is only a mixed and not a distinct class. No princi- — 20: 
ple stated is disturbed by the existence of this mixed class. 2676 

Again, as has already been said, there is not of necessity 2735 
any such thing as the free hired laborer being fixed to that = 27% 
condition for life. Many independent men everywhere in 2852 
these States a few years back in their lives were hired labor- — 21 
ers. The prudent, penniless beginner in the world labors for = 29”: 
wages awhile, saves a surplus with which to buy tools or _ 3032 
land for himself, then labors on his own account another 30s» 
while, and at length hires another new beginner to help 31145 
him. This is the just and generous and prosperous system 3203 
which opens the way to all, gives hope to all, and consequent 3265 
energy and progress and improvement of condition to all. — 3323 
No men living are more worthy to be trusted than those 3378 








who toil up from poverty; none less inclined to take or touch _— 3440 
aught which they have not honestly earned. Let them be- 49 
ware of surrendering a political power which they already 3555 
possess, and which if surrendered will surely be used to close 3616 
the door of advancement against such as they andtofix new 3676 
disabilities and burdens upon them till all of liberty shall be —.3740 
lost. Abraham Lincoln. (Message to Congress on The 3745 
Nation and the War, December 3, 1861. 


[Repeat from the beginning until end of the ten-minute test period.] 












The GREGG WRITER ROLL of 
HONORABLE MENTION WINNERS 


in addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the best tests in each 
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group during the previous month. This is a noteworthy honor for 
which every student should strive. 





SHORTHAND 


O. G. A. Tests Marvel Jean Beebe, Senior 
High School, Stillwater, 
| 4 . Minnesota 
ik OG S . 
_—— - alre Lafond, Edgewood 
Secretarial School, Edge- 





Jeannine Lippe, St. Louis wood, Rhode Island 
Academy, Lowell, Massa ~ 
chusetts Leonora Foronda, Manual 
. ng High School, 
Pansy Yee, Holy Spirit High Brooklyn, New York 
School Atlantic City, New 
Jersey 
Marie Carberry, D’ Youville -_ 
College, Buffalo, New York Complete Theory 


Dorothy Kite, Hickman Hig! 
School, Columbia, Missourt 


Patricia MeGartland St 
leanne Kamarauskas, Mary John's High School, St 
wood College, Scrantor Louls, Missouri 


4 . » 
Pennsylvania Jean Marie Kerns, Oklah 


a 
Agricultural and Mechani- 
cal College, Stillwater 
O.G.A. MEMBERSHIP Oklahoma 
Test Lois Stirmel, Prospect Hall, 
Milwaukee, Wisconsin 
Jetta Florio, Abraham Lincoln jogy Telikamp, Northwestern 


High School, Los Angeles Secretarial College, Chicago, 
California Illinois 

Alice Beauregard, St Ar Phyllis Stapley, North High 
thony High School. New Scho Phoenix, Arizona 


Bedford, Massachusetts 


Marilynn Nehrkorn, Townshis 
High School, Savanna 


Illinois Senior Shorthand 
Ruby Anne Bassel, Mary Har . ea 
din Baylor College, Beltor Speed Tests 
Texas 
Margaret Walty, Catholic 100-worp SpEe 
High School, Washingt seed » 
Indiana 


Rosemarie Bubas, Senior 
High School, Boise, Idaho 
. ' Ivene Nelson Alesander 
Junior Shorthand Hamilton High School, Los 
Angeles, California 


Speed Tests Lorraine Telander, High 
School, Mora, Minnesota 
60 WORD SPEED Claire McDonough, High 
School, East Weymouth, 
tarbara Morris, South High Massachusetts 
— Belt Lake City Joan Wilder, Universal Busi- 


ness Institute, Kansas City, 
Margaret M. Scribner, High Missouri 

School, Presque Isle, Maine 
Lucy Nunes, East Side High 

School, Newark, New Jersey 120.ween Srese 
Margaret Miller, Kelsey- 

Jenny Commercial College 


San Diego, California Terese Foster, West High 
joan Boogar, Sawyer Sehool of School, Aurora, Illinois 

Business, Los Angeles Natalia A. Diaz, Colegio de 

California Ma. Inmaculada, Panama 


Republic of Panama 


Margaret M. Considine, Canal 
s0-worp SPEED Zone Junior College, Balboa 
Canal Zone 


teatrice Larsen. Washington W. F. Brame, Owensbor 


Park High Sehool, Racine. Business College, Owens 
Wisconsin boro, Kentucky 

Imelda Ortega, El Paso Tech Naja Roslak, Washington 
nieal Institute, El Paso Park High School, Racin 


Texas Wisconsir 


Fe Progress Tests 


Catl ic I 








Pau 
ingtor 


iscola 


Maryland 
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Tests Competent Typist 
Tests 
l 
WORD SPEED 
wick Hig 
ew York Mary McNeilly, Barnes 
School of Commerce, Det 
r. . -Z ver. lorado 8 words 
Gertrude Behr, Catholic Higt 
r Hig! School, Baltimore, Mary 
Michigan land (57 words, 0 errors 
ai Catho Ruth Woodsom, Salem Com 
ed vl ercial School, Salem, Ma 
Jes etts i] words. 0 
b Rive € 
Shirley Oswalt High Sch 
Alliance, Ohk 6 words 
errors 


Dorothy Burger, Central High 


SPER School, Averill Park, New 


York (55 words, 0 errors 


High Scho 


-— worRD SPEED 


Marie Kingston Marym 
College, Salina, Kansas (6 
rds. 0 errors) 
Jea Riley Carroll Hig 
Sch Carroll, Iowa (62 


word i error 


is Miedama, Hawthorne 
High School, Hawthorne 
New Jersey 61. words 
Dickinsor error 
tanooga 
WORD SPEED 
Martha Hatton, Meadville 


S PEE Commercial College, Mead 


ville, Pennsylvania (75 
High words. 0 errors) 
Uity Bessie Jean VanEarden 
Jamestown Business Insti 
A. LL tute, Jamestown, New Yori 
1 Ma 75 words, 3 errors) 
Therese A. Jean, Saint Je 
Ir Hig! seph's High School, Lowel 
Pe < Massachusetts (74 words 
errors 


SU-WORD SPEED 
Paul J. MeCann, High School 
Grinnell, lowa (86 words 
errors 
Dorethy Schneider, Woodbury 
College, Los Angeles, Call 
fornia (83 words, 0 errors) 


mmunity 


Senior O. A. T. Tests 


High School . : . 
Nebraska ; Typing Tests 


High School Ma 


Gregg Writer 


rthe Bettis. Senior High 


susetts School, Mattoon, Illinois 

Petkus, St (58 words, 2 errors) 
ommerical Sehool, wiidred Wright, Mrs. Bram 
well’s School of Business 
Mary's Evansville, Maryland (54 

Grand words, 2 errors) 

John Whitman, St. Joseph's 
Meadville House High School, Phils 
llege Mead lelpbia Pennsylvania 4 


verds, 3 errors 
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O. G. A. Membership Test 
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These Office Folk! 


F you are a girl and your job happens 
to be in an office, you most certainly will 
come in contact with one or more of the fol 
lowing people sometime in your business career. 
There will be the “popular” girl. She will rat 
tle off four or five names of boys who are “just 
dying” to marry her. Whatever you do, don’t 
isk her why she doesn’t marry one of them 


won't give you an intelligent an 


hecause she 


swer and probably won't speak to you again 


T HEN there will be the one whose people had 
but lost it all during that 
From her you will hear all 
about the $25,000 of own money that was 
dropped in the market, The first week this will 
make your eyes open wide, but soon she will be 
stupid enough to make a remark like this, “Yes, 
sunken gardens, swim 
ming pool—just everything. Well, it cost every 
bit of $20,000." Then start to check 
that a house not two blocks 
st as much as that, and you 


scads of money, 
awtul depression 


her 


we had a large estate 
you will 
up and remember 
away from you « 
didn't consider it an estat 

There will probably be a work dodger, too, 
who'll tell you how much better you do the 
vork does, all the while planting a 
heap of it desk, She knows 
do it, but there are things of greater impor 
her particular skill 


than she 


on your how to 


tance that need 


AND there usually is a bride—heaven help 
you when vou meet this person! Don’t luncl 
with her often; you will get “Johnnie” with the 
soup, what “Johnnie” said with the salad, how 
much “Johnnie” loves her with the dessert, and 
how much she loves “Johnnie,” with the coffee 
In a short time you will build up such a hate 
for “Johnnie” that you will just about tolerat 
his “perfectly sweet” bride 

Too, there will be the office boy or clerk from 
vhom will flow “wise cracks” that are stupid 
This won't bother you at first, but 
after a week or two you will probably avoid 
isking him to do anything for you for fear of 
opening up a barrage of “smart talk.” 

You will most certainly meet the office gos- 
sip, who tells you a secret as to what is going 
She knows, because 
she has heard the big boss say so—but, remem 
her, it is a secret! Within an hour you will 
hear the same story from five or six different 
he has told the same secret 


or silly 


to happen to so-and-so 


people to whom s 


THE best rule to follow is to do your own 
work as conscientiously as possible, avoid, dur 

ing business hours, useless talking about things 
not concerning your work, avoid even listening 
to gossip, no matter how intriguing it is, and, 
whatever you do, condemn no one, even when 
there is nothing about them to commend. Above 
all, keep your employer’s personal affairs to 
yourself —Birby Heath 





340 Put Greece Wrrrer, March. to 


U. S. PASSES REPORTING LAW 
President’s signature to Federal Reporters Bill brings at long last 
official reporting to Federal courts in all the States of the Union 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


N t | st \ itt ! ) na 
~ i> stablis!] ed ‘ | t t 
- i { 2 Ss issed al ; 4 \ ‘ 
P 1 1 t iV est lis! 2 a sys ; istrict 
t { It took Gove t 1 ters 1 t enc 
ment t y” clas s £ t im] t ble t 
a thing to be bid f ind “let out” (frequently tain the a t ] ( f 
it ‘ { ® Sea Of ‘ h Du () ec : 
. 1 1 ited f . ote 
[This ieee a ' ess t - af 
’ ¢ S \ stat t ceeding t 2 
OF Ss tha i } é t 
- ‘ ’ some dav lges t t. S é 
tr «it ‘ e ’ tin ys ‘ } ; 
Sol 4 t 1 t creates n l ll 1 i] } S ] 
ting t gi S ! t it " 
ito tl leade ‘ . 1 } salad 7 ) dH ws in a 
tially filled, it is to | <pected, | t t t 
eport S \\ | iV be mn satistact y t { t sit v 1dz Ss l 
torming t sSary ting serv son 1 Lily g \ 1 3 
th > > ts let al ( a ingeme t s t < f ‘ 
but it 1s tre ted that ¢ tually tl \ t t 
will a ‘ | t t ( > + 1 
Servi t 1 1 nay be y 
‘ ‘+ ha y 
THE t ' t ted s ls to | 
he ot int + ¢ S x ( 
tively er t ~ hut t 
aspirants also, \ in a , . m l at t t S \ t 
l be el rep ti ind i | I S 
Pertinent sections of the law a salary t ( nce s ce int 
(a) Appointment: Each district t t of tir 
the United States, including the District Court the report ured to be in attendar 
f the United States for the District of Colun n the rt iged in the performar 
bia and the district courts in t Territories is duties. Su ilary shall be not less than 
and insular possessions, shall t $3,000 nor 1 than $6,000 , , | 
more court reporters f rr th li trict t S s tra rt x 
the manner provided for t it nses x sist 
the clerks of said courts e numl t thin 1 limitations prescribed by law f 
porters to be so appointed shall be determin | listrict s wl sarily al 


by the Judicial Conference of Senior Circuit sent on off business from the pla yf his 
Judges (hereinafter referred to as the Judicial gular employment All supplies shall b 
Conference). The persons to be so appointed furnished by the 1 
shall possess the qualifications necessary for pense, The reporter may charge and colle 

the satisfactory performance of the duties speci- from parties, including the United States, who 
juest transcripts, such fees therefor, and no 


fied in subdivision (b) of this secti nm, to be rec 
determined by standards which shall be formu- _cther, as may be prescribed from time to time 
’ ‘ +] 1 


lated from time to time by the Judicial Con- by the court ct to the approval of the 
hall be charged 


ference, and shall take an oath to perform Judicial Confere No fee sha 
faithfully such duties. The court, with the or taxed for any copy of a transcript delivere: 
upproval of the Director of the Administra to the clerk for the records of court as 
tive Office of the United States Courts (here quired by subdivision (b) of this section. Fees 


j 
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Krom a Reporter's Notebook 


Shorteuts used by Mr. Swem 
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transcripts tu shed u iminal or habeas 
corpus proceedings to persons illowed to sue, 
defend, or appeal in forma pauperis shali bs 


United States out of money ap 
ind the fees for 


paid by the 
propriated for that purpos¢ 


transcripts furnished in other than criminal 
wr habeas corpus proceedings to persons pet 
litted to appeal wm forma pauperis shall also 
he paid by the United States if the trial judge 
ra circuit judge shall certify that the appeal 
is not frivolous but presents a_ substantial 
1estion. Except as to transcripts that are 


to be paid for by the United States, the re 


port may equire any party requesting a 
transcript to prepay the estimated fee theretor 
n advance of delivery of the transcript.” 


IT is ludicial ¢ 


is now at work upon the administrative de 


mierence 


tails connected with the setting up of the new 
law An important part of these details, as 
will be observed from a reading of the pro 
visions, is the establishing of the transcript 
ate to be paid the official reporter by litigants 

quiring minutes. It is expected that this 
ate will nform more or less to the rates 
rrevailing the respective state courts of 
omparable jurisdiction. It will be noted also 
that the salaries are to b xed by the Judicial 


Conterence, it a $3,000 and i 


minimum 


naximun $6.000 per ar, which will de 
pend in the last analysis upon the amount ot 


litigation in the various districts throughout 
the country. 
Che law thus places lederal reporting on a 


parity with the same type of reporting services 
performed in_ the states that 
system. It 
influence in thx 


standards all 


those 


official 


courts ol 
have alre uy adopted in 
vill undoubtedly be a potent 
reporting 


nited States 


I \ 


advancement of over 


the U 
¢ ° . 


COMPENSATION 


Because I craved a prize too great 
work of mine to bring, 
Today with empty hands I go; 
Yet must my heart rejoice to know 


For any 


I did not seek a lesser thing 


Because the goal I sought lay far 

In cloud-hid heights, today my soul 
Goes unaccompanied of its own; 
Yet this shall comfort 


| did not seek a lesser goal 


me alone, 


O prize unclaimed; O goal unwon! 
Still am I glad, remembering this: 
For all I go unsatisfied, 
I have kept faith with joy denied, 
Nor fed myself with cheaper bliss. 
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Wuo’s WHO IN 


1944 


\ pair of Diamonds 


EXAMINER 





{. Kreamer 


Jane 


It pretty 


gir] 
and the handsome fellow gracing thes« 


l is not t e l Woks 
pages that entitles them to a place here 
the Gregg Dia 
a dictation test 


is their success in 


md Medal for qualifying on 


ead at 200 words a minute tor five minutes 
Our congratulat s ft t m both! 
i recent t ( cago yhere s] 
, “9 . 
attending Grege College. Miss Kreamer 
tes 
I ail I S New Jers y live i 
Totowa B g 2 suburb of P but that 
sounds “out of the i’ to most ! so Pater 
2 it’ll stay ’ s at Pat hig 
school and my initial shorthar 
My study f i Fret ss 
irse I t High S wed of uw 
st al 1 s thand later. ar 
he Latin backs stantly helpful record 
g thos medical terms that drop s 
, 
ae 


IN September | ng graduation trot 
Drake 


Paterson, the school from 


ugh school, Miss Kreamer entered 


Business Schoo 
vhich so many of the « yuntry’s speed typists 


ame, It was shorthand, however, that she was 


destined to specialize in, and her instructor, 


Mrs. Gerhart, 


ment that 


helpful encourage 
on < ympleting the course at Drake's. 
determined to try for 


gave her such 


Jane higher speed and 
at Pace Institute, New 
under M. A. Moosbrug 


Schreiber, she 


took up court reporting 
York City. There 
ger and Henry J 
“learned 


tells us sh 


a great deal about this business, as 
well as receiving inspiration that spurred m« 


on to greater effort 
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SHORTHAND SPEED 


presented to you by 


4, A. BOWLFE 





‘ K rd the class 
I Phe il basic t x I received u 
sition has been of great value to me ever since 

Eve t ugl I passed the word testimony ¢x 


rthand study during 
king for the OPA in Newark, I 
ghty tough in the class which in 
iting such terms as 
bismuth”’ “tetrahy 


ed medica tati try wt 





be pht amit But the law of competusa 
“No work, no get.” So I worked! You 

k. Ilelen Evans is constantly reminding 

ss¢s as s ts us through our paces at Gregg 

g “Ss 1 begir in the mind; your fingers 
e1 ert ‘think-tank’ tells them to go.” 


LIK! many other experts, Miss Kreamet 
tells us shorthand is her main hobby, although 
days that 


rampant in my 


lass gets so tough some I see 
| figures running 

cams. I sorta’ eat, sleep, and talk shorthand 
Oh, yes; I enjoy reading tremendously. But 
taken up 


are moments art 


I 
y to servicemen in various parts 


ting riting 
t vorld. I hope my letters give them as 


replies give m¢ 


India 


satisfaction as their 
it is thrilling to hear tron 
A f.3 a 


’ - 
a \idSKa 


them in 


A’ old friend of Dr. Gregg’s, Mr. Fred 
l Serkman, started Joseph P. Tisone on 


: 1 1 : I 
is shorthand career. R. J 


Maclean, president 
it the Detroit Commercial College, reminds 
is of this when writing us of Joe’s success in 
vinning the Diamond Medal. As he says in 
that letter, Mr. Berkman is “an exceptionally 
teacher of shorthand and has few 
America in longhand. It was he 


successful 
equals in 
who urged young Tisone not to be satished 
vith tl ill h 


w? Ss 


had developed in high school, 


343 


but to go on to the top! If it had not been 
ior Mr. Berkman, the chances are that J oe 
would have settled down in a secretarial posi 


ion in Youngstown Ohio, and would not 


oday be the pt mud possessor ot the 


1 highest 
shorthand award offered.” After graduation 
irom high school, Joe spent a year in the Day 
School at Detroit ( . 


iad the 175-word award to his credit 


ommercial and last June 
hen 
1 transterred to the evening reporting class 


1 


and early in the Fall won the 200! 


Wirnoi I ex md patient coaching and 


guidance of Miss Maclean and M ss Rankin of the 


Detroit Commercial College.”” Mr | ne writes us 


I would have faller far short of n goal 
“But I fee I e special thanks to Mr. Fred 
Berkman, of South High School, Youngstown, Ohi 
vv he first t ted ! horthand and wh 
te en t ae tr i t 


L AS! 
vas offered him, but 
He is on t secretarial staff of the 


fisher Body Division of General Motors, we 


summer a position as court reporter 
Tisone decided to follow 
ndustry 


cil & APU a We 


understand could ge 


irom him. These experts are a modest lot! 
hox key, football! 
and in both football 


ind baseball is izes to his credit 


His favorite sports are 


basketball, and baseball 


\nswers to Secretarial Quiz 


Concluded from page 324 


l s s anothe lepartment 
t far away to be illed to the phone, ask the call 
part eithe nessag r his number 
so that the person 1 a him back. Messages. re 
nber should be plete with name of illing 


party (correctly spelled), telephone number, and time 
Remember also the hint previously given that any 


ne who expects to be away from his phone for any 
length of time should leave this information, telfins 
here t reach m if mecessary 
4. This is a s f practice, and yet more prac 
‘ Practice the peration of releasing the cylin 
chet and a iting the roller so that the 
ters N s , it the exact spot they are 
supposed t I type evenly to the bottom of the 
per adiust the r hneers r paper bail rolls 
the 1 t ‘ will d the most good 
Sometimes it essary t hold the paper 
straight with the left ind and type the last line 
with the 
To help get t sheets into the typewriter evenly 
ise this device that 1 learned ix ir typwriting 
ASS Fold a ttle tr gh f paper and hold it over 
pack as rol t into the machine. This 
is the top edg f | the sheets in line and 


ves moving the papers ick and forth in the ma 





hine, with cons ent s iging of the carbon 
Not nless y have been given instructions t 
s Tt s the it tf the personnel manager 
f there is 1 such person in your office, of the 
person who was searching for the employee in ques 
E position has been filled, some 
ne ma ew the applicant, who ma) 
o = tions for some other positior 
for nt The duty of the recep 
nist is to route illers to the proper channels in 

o tesiness 
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Mareh Transeription Practice 


(358 Standard Words) 
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News from the CED 


Progress being made in Postwar Planning 
Reported by PAUL G. HOFFMAN 


Chairman of the Board of Trustees of the Committee for Economix Development 
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Wood Sought for War Use 


From “Young America” 
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“ng of War Materiel 


‘meproup in Sou! hwest Pacific 


rom U.S. War Department 
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Secretary Adds to Boss’s Capacity 


By MERRYLE STANLEY RUKEYSER 


in the “Chicago Herald-American™ 
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Graded Letters 


By A. E. KLEIN 
For Lse with Chapter Seven of the Manual 
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The Cave on Thunder Cloud 


From “More Tish” 


By MARY ROBERTS RINEHART 


Copyright, 1912, by the Curtis Publishing Company 
Copyright, 1940, by Mary Roberts Rinehart 


Reprinted in shorthand by permission of the author 
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